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This checklist highlights the Menu Items, Components, and Pages necessary for basic
initial processing. The checklists focus on the most common general situations. For

specific detail see relevant manual.

HR/Payroll Checklist for Termination

HR: (Navigation: Workforce Administration>Job Information>Job Data)

Termination (work location tab)
¢ Insert an effective dated row
(day after last day worked)
Enter appropriate Action
e Enter appropriate Reason
Save!

| Work Location {_Job Information |} Joh Labor | Payroll Y Salary Plan | Compensation |

Empl Red #: a

Eind First (4] 1 ot 2 B Last

HR Status: Inactive Payroll Status:  Terminated EI
‘Effective Date: 041572008 Sequence: *Job Indicator | Primary Joh >3
Action / Reason: Terrnination W/
Current
Last Start Date: 0gi012002 Termination Date: 0471472008
Expected Job End Date E‘J
Last Date Worked: 0411 412005 [loverride Last Date Worked
Position Number: 00000051 CU ADMIN ASSISTANT | Position Entry Date: 03/28/2003
Qyerride Position Data Position Management Record

Regulatory Region: UsA United States
Company: MND State of Morth Dakota
Business Unit: 11000 Office of Mgmt & Budget
Department: 110110 Office of Management & Budoet Department Entry Date: &in152002
Location: 11000 Office of Management & Budoet
Establishment ID: Q

Date Created: 084152008
Job Data Employment Data  Earnings Distribution Benefits Program Paricipation ‘

& save ‘ S\ Returnto Search | [=] Motify Mextiabh | % Refresh 2] Include

Histary ‘

Waork Location | Job Infarmation | Job Labar | Payroll | Salary Plan | Compensation

lof3




Payroll:

(Navigation: Payroll for North America>Employee Pay Data USA>Request Direct Deposit)

The Suppress DDP Advice Print box needs to be unchecked upon termination. The employee
will then receive a printed DDP Advice.

Add an effective dated row

(1% day of the termination month)
Uncheck the box for

Suppress DDP Advice Print
Save

Direct Deposit

Person ID:

Deposit Information

*Effective Date: 04012006 [ rgpaps: Attve v

Distribution Information

*Account Type: Checking v =
‘Deposit Type:

% Net Pay’§ Amount; l:l I:I

Bank ID: l:IQ Prenofification Required
Accounts l:l Prenote Date:
Priority: Prenotification Status:  Cornpleted
This data was last updated by System Data last updated on  01/23/2006
[ save | SLReturnto Search | [=] hatity ‘ ) Retresh | 2 Include History | [E# Correct Histary
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Benefits:

Once you have entered and saved the Termination in Job Data, a benefit event is
created. Before you can process the event, it needs to be assigned to your schedule.
This is a centralized activity that automatically runs every half hour.

To stop benefits when an employee terminates employment, the termination event
needs to be finalized through benefits administration. The system has been set up to
stop the FlexComp medical and dependent care deductions on the last paycheck. All
other benefit deductions will be taken, unless a deduction override is done.

Prepare Benefit Options: (Benefits>Manage Automated Enrollment>Run Automated Event
Processing)

Prepare for Finalization: (Benefits>Manage Automated Enroliment>Events >Update Event
Status or Update Processing Controls).

Check box for

[ BenAdmin Event Status Update “Flnal" nd save.
EmpliD: Ben Rcd#: 0
Event Status Update Find [view Al First [ 12 02 [F] Last
Sched ID Event ID Pgm Process Status Eligibility Change Disc Outof Seq *Process Indicator
Event Date EventClass Priority Action Source Addr | MultiJob | Job  SUPPress FOrms  *Event Status Final /
Indicator
112EM 2 SAN  Prepared E B O Normal Pre v
101212006 Termintn 200 Job Data Change | SupprBoth + Open o
112EM 1 SA1 Enrolied o o d NormaiPrcfll [
08/21/2006 MNewHire 100  JobData Change [PrintBoth @ |Closed g

Find | View All First [4] 1-2 0f 2 [¥] Last

Save | (L Return to Search | 4 Refresh |

Finalize/Close: (Benefits>Manage Automated Enrollment>Events>Run Automated Event
Processing).
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